
HOW TO UPDATE
YOUR CONTACT INFO
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A Step-by-Step Guide For Receiving Emergency
Notifications at SUNY Upstate  

Log on to your self
serve located on
the front ipage 

On the Top Right click
this icon

A drop-down menu will appear- Click
on “Employee details” 

Scroll Down then
click “Personal
Profile” 

Choose “Home
Address &

Telephone” 

Click Update 
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CRITICAL STEP: Update All Contact

information & choose “yes” to recive
text messages 
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Click
“Update”
at bottom
of page


